





* Edit orgc vers, efc)

* Set up payment tokens for the organization and assign to different users
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Welcome to the Arizona Judicial Branch Statewide eFiling System Dev/ga

Login

* Required Field

* User Name:

* Password:

Do not have an account - Register Now!

If you need a portal account. please indicate the filer role you need and click Register.

"Role: Select Role i
CI. k [ Select Role _
IC Aftorney

Process Server and Google Chrome.

REGISTER Self-Represented Litigant
Transcriptionist
Organization (Business/Exempt Agency/Law Firm/Government Agency)



https://efile.azcourts.gov/

* Registration Type: () Setup Person @ Setup Organization (Business/Exempt Agency/Law Firm/Government Agency)

be selected as default

oy
Account Registration
§ ORGANIZATION will

/
O Organization Information
. * Organization Name: Organization Name " Type: Select
Required I y
fie I d s are * Primary Email: Primary Email Se ect the
. TYPE of
indicated Alternate Email1/Email2: Alternate Email1 Alemale Emai2 -
orgdnizdarion
by a red + asdassyg [ 9
ress 1/2: Address 1 Address 2 from The
asterisk
* Country/City UNITED STATES City d rop- d own

* State/ Zip Code: Select State Zip Code

Phone # (Format ##H-#H-1HHH). Extension:

Copy Contact Information to Administrator

Enter the organization’s
information



\

SETTING UP THE ADMINISTRATOR

Select the Administrator type from the ROLE dropdown

Complete the
required fields
as indicated
by the red
asterisk

Administrator

ID State/Number:

Administrator

ID State/Number:

* User Name:

* Password:

“ Re-type Password:

* Security Question:

* Security Answer:

Select Role

Select Role
Attorney

Process Server
Transcriptionist
Firm Administrator

Select Role

Select State

User Name

Password must be between & and 16 characters, with at least 1 number

Re-type Password

Select Security Question

Security Answer

The password
must be between
6and 16
characters and
include at least 1
number




\

If the administrator contact information is the same as the person’s information
added in the Organization Information section, click COPY CONTACT
INFORMATION TO ADMINISTRATOR

Phone # (Format #H-#H-#HHH); £02-555-5555 Extension:

Copy Contact Information to Administrator

Administrator

* First: Middle: " Last

efileAZ will copy the contact

Name: First Name Middle Name Last Name 3 3
information from the
* Primary Email: jj@fake. com| H H H
” Organization Information
Alternate Email1/Email2: Alternate Email1 Alternate Email2

section into the fields here

* Address 1/2: 999 Lane Address 2

* Country/City UNITED STATES Phoenix

Enter the administrator’s
name

* State/ Zip Code: Arizona 85007

Phone # (Format ##H-#H-#HH): 602-555-5555 Extension: 555

CONSENT TO EMAIL SERVICE: By electronically filing though Arizona Judicial Branch Statewide eFiling
System | understand and agree to electronic service of court documents submitted on my cases via email at the

address(es) | have provided.




CONSENT TO EMAIL SERVICE: By electronically filing though Arizona Judicial Branch Statewide eFiling
System | understand and agree to electronic service of court documents submitted on my cases via email at the

address(es) | have provided.

Once the Adn surts (AOC) has received your

registration and depending on court processes, your registration will either
be manually approved or denied, or, your registration will be
automatically approved




Tue 4/12/2016 2:05 PM
noreplydevga@courts.az.gov

Registration Information For Arizona Judicial Branch Statewide eFiling System Received

pear I

This is @ non-monitored email, please do not reply directly. If you have any questions, please
contact support at mailto:support@courts.az.gov

This email is sent to you as a result of your registeration for electronic filing with the Arizona
Judicial Branch Statewide eFiling System on 04/12/2016 09:04:09 PM

Account Details you have provided are as follows:

hl

This email will

Name: |
informdtion YOU User Name: [ ]

ERN: 0

added during the Role: [
Email Address:
registration process I

Phone #:

A separate email with instructions to activate your account will be sent.



Tue 4/12/2016 433 PM
noreplydevqa@courts.az.gov

Your Account For Arizona Judicial Branch Statewide eFiling System is ready for Activation

ro Foltz, Mary

pear

This is a non-monitored email, please do not reply directly. If you have any questions, please
contact support at mailto:support@courts.az.gov

Information provided at the time of registration for electronic filing with the Arizona Judicial
Branch Statewide eFiling System is verified and your account is ready for activation. To
Activate your account click on activation link below

https://efiletest.azcourts.gov//Security/views/ActivateUser.aspx?activationid=86a66d87-e54e-
4572-bc9e-34e0b673477d

This emqil Wil () Your Account Details are as follows:
information added during

the registration process Name:

Cllong Wi'l'h a Iink to User Name:

ERN:

]
T
94

activate the account. Role:  —
]

Email Address:

Phone #:



Tue 4/12/2016 2:06 PM

noreplydevga@courts.az.gov

Your Account For Arizona Judicial Branch Statewide eFiling System is ready for Activation

To Foltz, Mary

Dear Mary Foltz :

This is a non-monitored email, please do not reply directly. If you have any questions, please
contact support at mailto:support@courts.az.gov

Account Activation Information provided at the time of registration for electronic filing with the Arizona Judicial
Branch Statewide eFiling System is verified and your account is ready for activation. To
Activate your account click on activation link below

* H H . ) : i - . i i i - 7 i i i = = -
Security Question: Favorite Pet ﬂ zitgg_/a'llegl‘lfga:;zlczft:ér'etzdt:e%\fs/'lsecurltw'wews/ActlvateUser aspx?activationid=875f3e8d-ebf1

Your Account Details are as follows:

. Name: Mary Foltz
Activate

User Name: mfoltz2
ERN: 92

* Security Answer:

Role: Self-Represented Litigant
Email Address:  mfoltz(@courts.az.gov

Phone #:

You will be taken back to eFileAZ to
activate your account by entering in If your registration was denied, you will
the answer to your Security receive a registration account denied

Question. email



Associate Unaffiliated Users




® Storing O users is more secure than

entering in a credit ¢ ardholder data in the eFileAZ

environment
O




My Account » Filing Options »

B My Profile
» User Details

» Change Password
= Payment Tokens
» Proxies

Email Log

. Edit Organization
, il County - Prescot
& Manage Users

®  Unaffiliated Users
&. Unaffiliated Users New Case



Organization Profile

Information Payment Tokens

Payment Tokens

& Add Payment Token

\\\\\\\\\
-
N,

o

You will then be taken to Register Card

the payment provider’s

Payment Information

Credit Card ing/$ Accou Billing address is an international address

Organization Name

Billing Information

screen

Card Type
MasterCard

Card Number
OR

First Name



Billing Information

Billing address is an international address

Organization Name

OR

First Name

Last Name

/ date
Street ion — nickname for the card

Payment Information
SAVINGS ACCOUNT
M
count Name

Card Type
MasterCard Account Number

Card Number o ACCOUhf Type
* Check number (optional)
* Account Description

CVV Code
Expiration
11 v 2016 -

Card Description

Click SUBMIT INFORMATION




Once all information is filled out,

click SUBMIT INFORMATION S

\

You will be returned to the ORGANIZATION PROFILE screen in eFileAZ where
you can now assign the token to individuals in the organization

Organization Profile Help ‘? d e

Information Payment Tokens

Payment Tokens

[ Add Payment Token

[} Delete All  Type @ Nick Na._. @ Card/Account Billing Information Active Last Updated Time @ Last Updated By ®

x Card mary's card visa 1111 11 2025 Mary Foltz Attorney Law Firm v 2017-07-28T08:09:50.547 Mary Foltz
123 Oak Lane Phoenix AZ 85007




ADDING TOKENS TO INDIVIDUAL USERS

While in the ORGANIZATION PROFILE/PAYMENT TOKENS tab,
click on the hyperlinked credit card number in the
CARD/ACCOUNT column

Organization Profile

Information Payment Tokens
Payment Tokens

(& Add Payment Token

| Delete All Type (@ Nick Na...

§"4 Card mary's card

(¥ Card/Account

Visg T 1111 11 2025




been

The selected users w v
be able to use the assigned
token during payment

Users

Select All

User

Attorney, My

Dalton, Summer Fest
Foltz, Mary

Foltz, Mary

Foltz, Mary

James, Barbara
Noble, Donna

Price, Jim

Staff, Law Firm

Update




* Submitting on Behalf of: Tester, Attorney

Submitted by Tester, Attorney

Foltz, Mary

ID Number: 123456 ID State: Arizona

* First: Middle: * Last
: Attorney ey




Click on the PRC

My Profile
r Details Change rd Payment Tokens Proxies | Can Submit For

User(s) that can submit on my behalf

(4 Add Proxy

[ | Remove All Name @ Role ) Affiliation @ ID# @@ Primary Email ¥ Primary Phone
3 Remove Price, Jim Attorney Unaffiliated Users AZ 1001
3 Remove Tester, Exempt Attorney — Internal Counsel for a State Agency Unaffiliated Users

3 Remove Tester Esq . Exempt Attorney — Internal Counsel for a State Agency Unaffiliated Users xempite 111-111-1111

|4 4“ » Ll

This tab lists all of the eFileAZ users who you have given permission to submit
on your behalf

To set up a new proxy, click ADD PROXY




A proxy must be a registered user in eFileAZ

Type in the last name of the person and click SEARCH. If it is a common last

name you may want to add the first name. For an attorney, if you know the
Bar Number, enter the number in the BAR NUMBER field

Search Registered Filers

* Last Name: ‘ | First Name:

Bar Number:

Select Name Filer Role Affiliation Primary Email Primary Phone

No Matching Entries Found




Select the user from the list and click SELECT

Search Registered Filers

*Last Name: tester First Name:

Bar Number:

Select MName @ Filer Role @ Afiliation < ) ¥ Primary Email @® Primary Phone @

Tester Esqg.. Exempt Attorney — Internal Counsel for a State Unaffiliated Users exempttest@outlook.com = 111-111-1111
Agency

Tester, Attorney Attorney Unaffiliated Users multipletest@outiook.com

Tester, Attorney Attorney Unaffiliated Users multipletest@outlook.com

User Details Change vord  Payment Tokens Proxies | Can Submit For

User(s) that can submit on my behalf

The newly created proxy will
appear on the USERS THAT
CAN SU BMIT ON MY [] Remove All Name Role Affiliation @ ID# (® Primary Email & Primary Phone

. N 3 Remove Price, Jim Attorney Unaffiliated Users  AZ 1001 JPrice@courts.az.gov
BEHALF listing

(4 Add Proxy

3 Remove Tester, Exempt Attorney — Internal Counsel for a State Agency Unaffiliated Users ~ AZ 999999 mfoltz@courts.az.gov

¥ Remove Tester Esq.. Exempt  Attorney — Internal Counsel for a State Agency Unaffiliated Users exemptiest@outlook.com 1T11-111-1111

3 Remove Tester, Attorney Attorney Unaffiliated Users = AZ 951733  muliipletest@outlook.com




My Account ¥ Filing Options

Help f@ < @

User Details Change P ard Payment Tokens 5 Can Submit For
User(s) that can you can submit on behalf of

Name ¥ Role (¥ Affiliation ® ID# ¥ Primary Email (¥ Primary Phone

Foltz, Mary Attorney Foltz Law AZ 456456 mfoliz@courts.az.gov

" 1" g .

This tab lists other registered eFileAZ users who have set you up as a proxy and
that you can file for on their behalf




My Account Filing C

]
Hod

User Details
Change Password
Payment Tokens
Proxies

Click o
UNAFFILIATED U G

=
|

-

. Unaffiliated Users

4

i

%



Unaffiliated Users

* Last Name: tester First Name:
Filer Role:
Primary Email:

Status: Active

InActive @ Both

Click SEARCH



Name @ UserType ¥ BarNumber @ PrimaryEmailAddress (@ PrimaryPhoneNumber (¥ StatusDescription

Tester Esq., Exempt Aftorney AZ 555555 exempttest@outiook.com M-111-111 Active
Tester, Attorney Attorney AZ 951753 multipletest@outlook com Active
Tester, Attorney Atftorney AZ 951753 multipletest@outlook com Active
Tester, Exempt Aftorney AZ 999999 mioltz@courts.az.gov 555-555-55556 Active

Tester, Individual Self-Represented Litigant mioltz@courts.az.gov Active

L] 4" » #

A




efiletest.azcourts.gov says:

Selected users are associated to your organization

My Account » Filing Options

T My Pefila .i'«ccc-u-wt'.'ilzjt'cws}i on the MY ACCOUNT

User Details n Users IAGE USERS. The new user will
Change Password

Payment Tokens ou will also be able to assign payment
Proxies

Manage Users









